
TRAINING FOR A SUCCESSFUL 
RIM PROGRAM 

THE FUN SIDE OF RECORDS MANAGEMENT 



• 8 major dams/reservoirs 

• Over 100 miles of pipelines and tunnels 

• Many diversion dams, turnouts and pump stations 

• Power plant 

• 3 water treatment plants 

• 3 off-site offices for O&M 

• Education/conservation garden 

• Our boundaries cover 8 counties 

 

 

117 Employees 



TRAINING TORTURE 

• 42 SLIDES OF TEXT 

• NOT AN IMAGE OR PHOTO TO BE FOUND!   

• UNNECESSARY INFORMATION FOR THE AVERAGE EMPLOYEE 

• REQUIRED ALL EMPLOYEES TO COME TO OREM 

 



RESULTS OF TORTURE TRAINING 



EARLY VIEW OF RIM PROGRAM 

• PERCEIVED AS UNFRIENDLY & UNWILLING TO WORK WITH OTHERS  

• UNNECESSARY FORMS 

• POLICY & PROCEDURES HANDBOOK TOO LENGTHY 

• ATTITUDE OF “YOU MUST COMPLY” 

• BORING TRAINING 

• FEELING OF RECORDS ENTERING A “BLACK HOLE” 

 

RESULT WAS THAT EMPLOYEES DIDN’T TRUST THE RIM 

PROGRAM OR PROCESSES. 

 



RECORDS TRAINING 

• ALL EMPLOYEES NEED RECORDS TRAINING 

•  TRAINING IS MANDATORY 

• PROVIDED YEARLY 

• PERCEPTION COULD BE CHANGED HERE 

 

 

 

 

 

 



SPOKESPERSON  

• USE A SPOKESPERSON SO YOU ARE NOT DOING ALL THE TALKING 

• USED PHOTOS AND CORRESPONDING AUDIO CLIPS TO GET POINT ACROSS 

• MAKE SURE IT’S SOMEONE PEOPLE KNOW 

 

 

 

 



HOW TO VIDEO 

• HOW TO VIDEOS 

• USE EMPLOYEES 

• KEEP THE CLIP SHORT 

• REINFORCE WITH SLIDE 

 

 

 



RECORDS IN 60 SECONDS 

• NO POWERPOINT 

• WAS LONGER THAN 60 BUT KEPT IT 

VERY SHORT 

• PROVIDED THIS HANDOUT AND A 

POLICY STATEMENT REMINDER 

 

 

 



QUIZ HEAVY/PRIZES 

• ASKED A QUESTION 

• GAVE A PRIZE (I.E. UNIQUE OFFICE SUPPLIES) 

• THEN DISCUSSED THE ANSWER TO THE QUESTION 



INFORMATION DRIVES BUSINESS 

• CREATED A RECORDS DEPARTMENT LOGO 

• PURCHASED MUGS WITH THE LOGO TO HAND OUT AT TRAINING 

• PROVIDED A REAL WORLD EXAMPLE SIMILAR TO OUR WORK 

• ADDED AUDIO FOR ONLINE TRAINING FOR THOSE THAT COULD NOT ATTEND  

 



INFORMATION DRIVES BUSINESS 

• OFFERED TRAINING STRICTLY ONLINE  

• CONTINUED WITH THE THEME FROM THE PREVIOUS YEAR 

• SENT OUT “SPILL” COASTERS BEFORE TRAINING 

• USED HOW TO VIDEOS WITH EMPLOYEES 

• TURNED A POWER POINT WITH VIDEO CLIPS INTO AN MP4 VIDEO 

• KEPT THE VIDEO TO 10 MINUTES 

 



EXAMPLE OF VIDEO USING EMPLOYEES 



TRAINING FOR RESULTS 

• TAKE TRAINING TO THE EMPLOYEES 

• ASSESS NECESSARY VS UNNECESSARY INFORMATION 

• KEEP SLIDES CLEAN AND CONCISE 

• CHANGE TRAINING EVERY YEAR (IMPLEMENT THEMES) 

• USE EMPLOYEES 

• PROVIDE INCENTIVES FOR ATTENDING 

• ACCOMMODATE  

• MAKE IT FUN!!! 

 

 



THE FUN THEORY 

HTTP://WWW.YOUTUBE.COM/WATCH?FEATURE=PLAYER_EMBEDDED&V=2LXH2N0APYW 

 

http://www.youtube.com/watch?feature=player_embedded&v=2lXh2n0aPyw
http://www.youtube.com/watch?feature=player_embedded&v=2lXh2n0aPyw


SOME OTHER FUN THINGS TO CONSIDER 

• CREATE FLASH CARDS 

• MONTHLY EMAIL TIPS 

• PUBLIC SERVICE ANNOUNCEMENTS VIA FLYERS 

• USE TECHNOLOGY – PHOTO CHECK OUT “CARDS” 

• HOW CAN YOU USE OTHER DEPARTMENTS’ TALENTS   

 

 

 



QUESTIONS? 

CHRIS CALTON, RECORDS MANAGER 

CENTRAL UTAH WATER CONSERVANCY DISTRICT 

CHRIS@CUWCD.COM 

 

 


